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Exhibit-Proposed document types are used to present or offer exhibits to the court for consideration.  

Note! Prepare exhibits prior to submitting.  Your exhibit will need to be in a PDF format. 

Note! Once admitted, Exhibit-Submissions are automatically converted to Exhibits by the court. 

Searching for an Existing Case 

1. Click Existing Case.  

 
2. Select appropriate County. 

3. Enter in Case Number. 

4. Enter in Participant’s Last Name. 

 

5. Click File on this Case. 

Note! Cases where the filer is an active litigant will display at the bottom the Existing Case screen. 
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Filing your Exhibit-Proposed 

 

1. In the Document Type field, select Exhibit-Proposed. 

 

 

 

2. Click Browse. 

3. Locate your Exhibit to attach.  

4. Click Open in the system window (not illustrated). 

5. Click Add. 

 

Note! This will take you to the Exhibit Submission Screen. 

6. Enter Exhibit Number. 

7. Enter Exhibit Description.  

Important Note! Each Exhibit Number must be unique and is not able to be used more than once on a 

single case.  If you have an exhibit that is over the 20MG and needs to be submitted in 2 or more files, 

you will need to use different numbers for each.  For example, 16A and 16B. 
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8. Click Next. 

 

9. Click the File Name in the View Document column to review the exhibit-submission and ensure 

that it is loaded properly. 

10. Repeat this process to add additional exhibits. 

11. To modify the Exhibit # or Description, click the corresponding Edit Data button. 

12. Click Next. 

13. On the Review and Approve the Filling page, verify all information being submitted to the case 

is accurate and complete. Add additional information as needed (not illustrated). 

 

14. Click Submit the Filing. 
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Note! Once the exhibit has been admitted by the court, it is saved in the Case History and can be 

viewed in the Filer’s Interface by selecting ‘My Cases’. 

Note! To view exhibits that have been offered into evidence and admitted on your case, Click My 

Cases.  (Detailed Instructions Below) 

 

My Cases 

When an exhibit-submission has been approved by the clerk, it will show up in the Case History, which 

can be viewed from ‘My Cases’. 

1. Select My Cases from the Cases menu or click the My Cases button from the home 

screen. 

 

 

 

2. Enter the Case Number, County, and Participant Name. 
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3. Click History to access the case information and documents. 

 

Note! Depending on the eFiler’s role and the case level security settings the case documents may be 

available for downloading within My Cases listing. 

4. The case information will display in a separate window. Review any information that has been 

submitted on the case. 

 

 

Note! Juvenile exhibits admitted will display as Exhibit-Juvenile #1,#2, etc…  On all other case types, 

they will display as Exhibit #1, #2, etc. 

Note! Exhibits submitted during court will have a reserved number, and will be scanned in (if possible) 

after the hearing. 

The information contained in the training materials for the Iowa Judicial Branch Electronic Data Management 

System (EDMS) is for instructional purposes only and is not intended to and does not constitute legal advice under 

any circumstance. 


